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INTRODUCTION 

These guidelines are intended to assist project managers and Focal Points in the implementing entities to prepare project documents based on the concept notes submitted to the General Assembly. They should be read in conjunction with the overall description of the Development Account available at: www.un.org/esa/devaccount
As the concept notes were prepared a year or more ago, the relevance of the project and its modalities should be reviewed. All relevant development partners need to be consulted, and when appropriate so should the relevant UN country teams. The project team needs to ensure that there is clear country demand and that the project fulfils the needs of Member States. The draft project document should be shared with the implementing partners prior to submitting it to the Programme Manager. (If the project document does not mention collaboration with UN entitles that normally would be expected, given the organizational mandates and the project orientation, the cover e-mail should provide explanations).
The Focal Points need to ensure that the project documents meet the requirements of the project guidelines and have been subjected to an internal quality review process. Focal points should sign off on the following checklist and attach it to the cover e-mail submitting the project document to the programme Manager.
These guidelines have been updated compared to 7th tranche ones by: 

· adding a section on sustainability

· including gender concerns and lessons learned in the analysis section

· added a Focal Points submission checklist
· summary of main issues picked up during the review of prodocs in 2010

· adding an updated prodoc template
Our review of project documents for the 7th tranche and additional funding has found that many projects had the following recurrent issues, which should be addressed prior to submitting the project document:  

· indicators are not SMART (Specific, Measurable, Achievable and attainable, Realistic and relevant, Time bound);
· logical framework in annex does not correspond to the logical framework in the main text;
· the validity of the logical framework not ascertained through a top down and bottom up review;
· insufficient information provided in annex 4 on GTA, travel of staff and consultancies;
·  budgeted figures per item not realistic. Low travel cost, high consultancy fees (cost per day), etc;
· target countries not identified and project document does not explain the demand for the project from countries/Member States.

Based on the short list endorsed by the Steering Committee on 9 March 2011 and approved by Mr. Sha (USG/DESA) on 24 March 2011, a formal budget fascicle was prepared for submission to the inter-governmental process in the context of the 2012/2013 Proposed Programme Budget (see A/66/6 (Sect. 36) and Supplementary Financial Information for ACABQ). The fascicle was issued on 1 August 2011.  

In the fall of 2011 the 5th Committee and the General Assembly will consider the 8th tranche fascicle and decide on its approval, and if necessary provide further guidance on the utilization of the Account. It is only after the approval by the General Assembly at the end of December 2011 that funds can be made available, i.e. sometime at the beginning of 2012. 

In order to receive the allotment, the implementing entities will need to submit a detailed project document to the Programme Manager based on the concept outlined in the 2012/2013 Proposed Programme Budget and the Supplementary Financial Information. 
The Programme Manager will review the project documents for compliance with the criteria set out by the General Assembly as well as based on programmatic and results-based management aspects, and contact the implementing entities for any needed clarification or further information. It is expected that the Development Account team will have 2-3 rounds of comments with the entity Focal Point prior to submitting the document to the Development Account Review Group. In order to accelerate the review process, the Programme Manager will be ready to start reviewing the project documents by the end of September 2011. After the review and clearance of the project document by the Programme Manager, implementing entities may request the issuance of an allotment from the Budget Division (see also the sample allotment request in annex 4). 

Timeline for 8th tranche activities

	Activities
	Timeline

	Review of fascicle by ACABQ
	24 June 2011

	Review of fascicle by 5th Committee and General Assembly
	November/December 2011

	Preparation of project documents by implementing entities with the implementing partners and the beneficiaries
	August 2011 – March 2012
(Project documents should be received latest by March 15th, 2012. 

	Review of project documents by Programme Manager and Review Group
	End September 2011-June 2012
(We expect that the DA team will have 2-3 rounds of comments before the prodoc is submitted to the Development Account Review Group

	Issuance of allotments by PPBD after clearance by Programme Manager and allotment request from implementing entity
	Starting end of January 2012

	Submission of annual progress reports
	January 2013, January 2014, January 2015

	Operational closing of project
	Latest by end of 2015

	Financial closing of project
	December 2015

	External evaluation / Final report 
	Start before  closure of project by the 3rd or 4th Quarter of 2015, with latest submission of final reports by 31 March 2016


Function of the project document

A project document has multiple functions: a) as a tool for planning and programming, it demonstrates alignment with the overall objective of the Account and with criteria for the implementation of activities and constitutes the basis for project implementation and for fund allocation; b) it also serves as a management tool for the implementing entities, the Programme Manager and the Budget Division and c) as a tool for monitoring and evaluation; last but not least, it is also d) a communication tool with stakeholders who either directly take part in activities or have an interest in them.
THEME AND CRITERIA FOR THE PROJECTS

The theme of the 8th tranche is: ““Supporting Member States to accelerate progress towards achieving the internationally agreed development goals, including the Millennium Development Goals, in the context of the multiple and interrelated development challenges”. (A/65/6 Sect. 35 para 35.6)  
All projects should take into account existing capacities of development partners (capacity assets) and address their capacity needs and priorities (capacity gaps) in the thematic area of the tranche.
All projects should also satisfy the criteria established by the General Assembly: 

· Result in durable, self-sustaining initiatives to develop national capacity with impact at field level, ideally having multiplier effects; 

· Be innovative and take advantage of information and communication technology, knowledge management and networking of expertise at the sub regional, regional and global levels; 

· Utilize the technical, human and other resources available in developing countries and effectively draw on the existing knowledge/skills/capacity within the UN Secretariat; 

· Create synergies with other development interventions and benefit from partnerships with non-UN stakeholders. 

OUTLINE OF A SAMPLE PROJECT DOCUMENT
1. EXECUTIVE SUMMARY 

The executive summary should give the reader an overall picture of the project. It should be maximum one page and include key data of the project including the objective, start and end dates, overall budget, implementing entities, a list of target countries, and a description of key stakeholders, i.e. those whose capacities will be strengthened, the list of target countries, implementing entities overall budget, and start and end date. 

2. BACKGROUND 

2.1 Introduction: 

The intro should essentially establish the rationale or the basis for the project, i.e.  the inter-governmental mandate or framework (agreed conference outcome or programme plan of action; recent inter-governmental decisions at ECOSOC, General Assembly, etc.); and/or conclusions from analytical work which point to the problems/issues being addressed by the project, including those recommendations from functional commissions. 
This section should be concise and should spell out the assets, needs and priorities of the programme countries involved in the project. Additionally, it should illustrate how the project fits into the normative and analytical work and/or other sub programme(s) of the implementing entity of the UN Secretariat, with an indication on the relationship with current priorities and utilization of comparative advantages in the project area.
2.2 Link to the Programme Budget 

Reference should be made to the relevant expected accomplishment(s) of the concerned sub-programme of the 2012-2013 programme budget (A/66/6). 

2.3 Link to the Internationally Agreed Development Goals (IADGs), including the Millennium Development Goals (MDGs) 

This part should include reference to the MDGs, to which the project will contribute. Reference to IADGs and other parts of the UN Development Agenda or Global UN Conferences should also be included. 
3. ANALYSIS 

The analysis should be developed using the following methodological tools, problem analysis including stakeholder and capacity assessment, and analysis of objectives. 

3.1 Problem analysis 

The problem analysis shows cause-effect relationships between problem conditions. 

For the problem analysis the following procedure is suggested: 

• Define precisely the situation (sector, sub-sector, area, etc.) to be analyzed; and the major problem or issue to be addressed. 

• Present the problem conditions in a cause-effect relationship; and

• Add further relevant problems if necessary, and describe causes and effects.

The problem tree, which is a diagram showing cause-effect relationship between problem conditions, helps to clarify the issues the project will address. 

It is suggested to create a simple diagram containing the most relevant information to the project. An example of a problem tree can be found below: 

[image: image1.emf]
3.2 Stakeholder analysis and capacity assessment 

The stakeholder analysis is about defining the stakeholders, i.e. those affected by the development problem and whose capacities need to be developed (individuals, organizations, society). 
The analysis should cover existing capacities of development partners (capacity assets) with regard to the problem/s, and identify their capacity needs (capacity gaps). It should identify the priority among these needs, and those which the implementing entity can respond to through the capacity development project.  

The following six steps should be undertaken as part of a stakeholder analysis and capacity assessment: 

• List all stakeholders who will be involved in the project, identifying those most directly affected by the problem (both duty bearers and rights-holders)
• Categorize the groups in accordance to specific characteristics, functions, relationships to each other, and their role in national or regional development; 

• Characterize and analyze their capacity assets and needs; 

• Describe the future desired situation in terms of capacities, including those as a result of the project

• Indicate what are incentives that the stakeholders have to participate in the project (e.g. access to new sources of funding, compliance with external requirements; meeting IADGs, including MDGs).

As part of the analysis, it should be elaborated how men and women may be affected differently by capacity needs that are addressed. The project strategy and results framework (below) should consider differentiated needs and address identified gender inequalities. 

3.3 Analysis of the objectives 

The analysis of objectives is carried out by transforming the problems into expected accomplishments, describing future conditions that are desirable and realistically achievable through the project.  From a capacity development standpoint, statements should be expressed in terms of desired capacities of beneficiaries (individuals, organizations, communities, institutions or society). 

The analysis follows six steps: 

• Reformulate the problems as objectives; 

• Check the logic & plausibility of the means-end relationship; 

• Adjust the structure wherever necessary, revise statements; 

• Delete objectives which are not desirable or realistically achievable; 

• Check whether rewording will lead to meaningless or ethically questionable statements; Objective should ,as much as, possible reflect results that are realistically achievable and measurable; 
• Add new objectives if relevant & necessary. 

An example of an objective tree can be found below 
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4. PROJECT STRATEGY: OBJECTIVE, EXPECTED ACCOMPLISHMENTS, INDICATORS, MAIN ACTIVITIES 

This section links the project objective to the expected accomplishments, the indicators of achievement, and the main activities. 
It will elaborate and explain what strategy will be used to achieve the expected accomplishments, including gender-responsiveness, manage risks, and promote multiplier effects and sustainability beyond how the project, including through partnerships. It draws from lessons learned and good practice in related projects or similar experiences.
The title of the project needs to be identical to the one reflected in the fascicle submitted to the General Assembly. The objective should be close to the one of the fascicle. You have, however, the flexibility to reformulate expected accomplishments and indicators of achievement in a manner which best represent and best measure the desirable change at the end of the project cycle.

Some considerations: 

(a) Note that the objective’s timeframe is longer than the project duration and will not be achieved by the project alone, but will require the contribution of other actors as well.  The project is expected to contribute to the achievement of the objective, but other interventions and contributions of other actors may be required to achieve it fully. The timeframe for achieving the objective may take longer than the project duration. 

(b) The expected accomplishments describe the desirable future conditions of the individual stakeholders or institutional changes of partner organizations or the society as a whole that can be reasonably attributed to or associated with the project. They indicate in what way the capacity benefits will be used, for example through application of knowledge, adoption of practices, and/or utilization of technology. Expected accomplishments should be achievable within the project timeframe and budget, and specific enough to be measured by the associated indicators of achievement. A clear distinction should be made between the expected accomplishments (results) and the activities towards achieving each of them. UNDP and other organizations use the term outcomes instead of expected accomplishments. 
(c) The indicators of achievement are measures used to determine to whether and to what extent the stated expected accomplishments have been achieved. Indicators refer to the information needed to help determine progress towards meeting stated project objectives. An indicator needs to provide clearly defined units of measurement and targets detailing the quantity, quality and timing of expected results. Expected accomplishments may have more than one indicator. 
There are no absolute principles about what makes a good indicator of achievement; however the SMART characteristics listed below are useful:
· Specific - indicators need to be specific and to relate to the conditions the project seeks to change, i.e. for Development Account type of projects capacities that will be strengthened;
· Measurable – both quality and quantity indicators are useful - quantifiable indicators, to the extent that they are appropriate and available are preferred because they are precise, can be aggregated; 

· Achievable and attainable - the indicator (information) must be attainable within the timeframe of the project and at reasonable cost; 

· Realistic and relevant- indicators should be relevant to the management information needs of stakeholders who will use the data;
· Time bound - indicator that provides information on the timeframe, within which accomplishments need to be achieved. 
Further details on measuring the indicators and collecting data on them need to be provided in the monitoring and evaluation section in part 5 below.
(d) The main activities are the actions and means that will be undertaken to achieve the expected accomplishments. Examples of main activities are:  conduct of workshops, seminars and training events, preparation of publications, and provision of advisory services. 
These four elements (objective, expected accomplishments, main activities and indicators) together need to be clearly linked and build on each other. In order to ascertain the validity of the logical framework, a top down and bottom up review should be conducted. 
Top down questions: 

1. How can the objective be met? ….by achieving the expected accomplishments.
2. How can the expected accomplishments be achieved? …..by undertaking the main activities.
Bottom up questions:

1. If the project delivers the main activities, will they contribute to achieving the expected accomplishments?
2. If the project achieves the expected accomplishments, will this help in meeting the objective?
(e) Assumptions and risk management.  The project should identify the conditions that are expected to promote achievement of the project objectives and accomplishments.  It may include external factors beyond the control of project management. Positive factors are closely related to incentives that are conducive to the achievement of accomplishments (e.g. access to new sources of funding.)  It should also identify negative factors which could pose risks to the project’s accomplishments. This section should clearly indicate how risks are mitigated.
(f) Multiplier effect and sustainability

This section should elaborate on how the project can achieve (positive) multiplier effect (i.e. reach beyond immediate target beneficiaries or intended achievements) and sustain the benefits of its achievements beyond the completion of the project.

(g) Lessons learned and good practices

Elaborate on lessons learned and good practices in the sector and/or geographical area in which the project will operate. 

5. MONITORING AND EVALUATION 

This section should indicate the plan for project performance monitoring and evaluation, within the framework of the organization’s M&E system.  It should indicate how the project’s performance will be reported. It should also indicate whether a mid-term and/or terminal evaluation and what type of evaluation (self evaluation and/or external evaluation) will be undertaken. Two per cent of the project funds should be earmarked for evaluation activities. 

6. IMPLEMENTATION ARRANGEMENTS 

Many of the projects will be carried out at national level involving specifically identified participating countries. Reference should be made to the relationship of the project with national implementation partners in the government, and with the United Nations Development Assistance Framework (UNDAF). Coordination of the project in the context of the Resident Coordinators systems at country level should be indicated. 
As most projects are executed jointly with other EC-ESA entities, often with involvement of other UN organizations, regional bodies and NGOs, this section should describe who is responsible for what and how the different actors will work together to achieve the objective and have impact. The project document, or at least its main parts, should be shared with the other implementing partners and the collaboration agreement should have been cleared by major partners prior to submitting it to the Programme Manager for review. 
If there are different divisions within an entity that will execute the project, this section should elaborate on that too.

7. ANNEXES 

The annexes should contain a simplified logical framework and additional information regarding the work plan and budget. Please attach other useful and relevant information (e.g. detailed work plans, Terms of reference, memoranda of understanding, and implementation agreements) as appropriate. 

ANNEX 1: SIMPLIFIED LOGICAL FRAMEWORK
	Intervention logic

	Indicators
	Means of verification

	Risks/Assumptions



	Objective
	
	
	

	Expected accomplishment 1
	 
	 
	 

	1.1 Main activity 

	1.2 Main activity 

	Expected accomplishment 2
	 
	 
	 

	2.1 Main activity 

	2.2 Main activity

	External evaluation


 

 ANNEX 2: RESULT BASED WORK PLAN 

	Expected accomplishment
	Main activity 
	Timeframe by output/activity

2012     2013     2014      2015

	EA1: 
	 A 1.1
	 
	 
	 
	 

	EA2: 
	 A 2.1
	 
	 
	 
	 

	 
	
	
	 
	 
	 


 

 

ANNEX 3: RESULT BASED BUDGET
If the project is implemented by several entities, the budget should indicate the expenditures broken down for each entity.
	Expected accomplishment
	Main activities / group of activities
	Object class and object code (split of activities/outputs by budget categories) 
	Amount

	EA1: 
	A 1.1
	608 (2302) Travel of Staff 

604 (0111/2601) Consultants

621 (7202) Travel of participants
etc
	 


 

 

ANNEX 4: ALLOTMENT REQUEST

 The table with the allotment request should be based on the logical framework and give details by object class and object code.  If there are deviations compared to the concept paper, these need to be explained. 
4.1. SUMMARY TABLE (see below for details on object codes/classes)

	Object Class 
	Object 

Code
	Object  Description
	Allotment
	Explanation of changes in budget compared to the concept note  

	602
	
	General Temporary Assistance
	
	

	604
	0140

0111

2601

2602
	Consultants and Expert Groups:
National/regional consultants (fee)

International consultants (fee)

International/regional consultants (travel)

Expert Group (travel)
	
	 

	608
	2302
	Travel of staff
	
	 

	612
	3908
	Contractual services
	
	 

	616
	4707
	Operating expenses
	
	 

	618
	50..
	Supplies & Material & Furniture & Equipment
	
	 

	621
	7202
7203
	Fellowships, grants and contributions
Workshops 

Study tours
	
	 

	 
	
	Total
	
	 


 
4.2. DETAILED JUSTIFICATION BY OBJECT CODE

Based on the logical framework a more detailed description of the budgets by object code should be developed. For each object code more details should be provided.
General Temporary Assistance
A provision of $........ is required to provide for temporary assistance 
- In support of activity (X.X): work month cost per work month, level of the GTA;
-  In support of activity (Y.Y): (same details as above) ;

 Consultants (provide breakdown by national/regional consultants and international consultants)
A provision of $........ is required to cover specialized expertise:

- In support of activity (X.X): title of consultancy, work month cost per work month;
-  In support of activity (Y.Y): (same details as above) ;

Expert groups
A provision of $ …….. is required for x expert group meetings with an average budget of ………….:

- In support of activity (X.X): title of meeting, possible country of venue, duration, number of participants, number of resource persons) 
- In support of activity (Y.Y): (same level of detail as above)…..

 Travel
A provision of $ …….. is required for X missions by international and regional staff for ………….:

- In support of activities (X.X), indicate purpose, number of missions, purpose, countries to be visited and average cost) 
- In support of activity (Y.Y): (same level of detail as above)…..

Contractual services
A provision of $........... is required for X services for ……………..  :

- In support of activities (X.X), (Y.Y): description of services, duration and cost of each contract and if possible recipient country);
- In support of activity (Y.Y): (same level of detail as above)…..

 

General operating expenses 
A provision of $.......... is required for: (indicate costs for each line)

 - rental and maintenance of equipment (...............);
- communications (..................);
- other general operating expenses.

 Equipment
A provision of $....... is required for equipment

- Provide budget estimates, recipient countries if applicable

Training
A provision of $.......... is required for organization XX seminars: 

- In support of activity X.X: (title of seminar, total cost,, venue country, number of participants, number of resource persons);
- In support of activity (Y.Y): (same level of detail as above)…..

 

4.3. FREQUENTLY USED OBJECT CODES, DEFINITIONS, AND NORMATIVE INSTRUCTIONS
This table provides details on the most common budget lines used in the implementation of the Development Account projects. In order to ensure consistency among all offices implementing these projects, it would be appreciated if you could refer to this table and use those codes which have been indicated. Your attention is called to the observations included in the table, especially as concerns the use of GTA, national consultants, expert group meetings, contractual services and training.

There are 2 levels of budget codes: the object classes and the object codes. Object codes provide more details within the object classes. In the Development Account budgets we try to limit the classes and codes to a few in order to make it easier for the project managers to prepare the allotment codes. For most expenditures we are using the object class only, unless required to differentiate further, in which case the object code is indicated.

	DESCRIPTION OF ACTIVITY
	OBJECT CLASS TO BE USED
	OBJECT CODE (if needed to differentiate further)
	OBSERVATIONS / USE OF THE BUDGET LINE

	General Temporary Assistance (GTA)
	602: General Temporary Assistance
	 
	GTA should be used to respond to temporary assistance needs through the recruitment and/or extensions of staff members only, and are usually located with the UN Department implementing the project. GTA should not be used for the recruitment of consultants, national project staff, or UNVs.

	International Consultants
	604: Consultants and Expert Groups
	0111 Consultants - Personal service fees
	The GA requested to differentiate between international and national consultancies, thus the two different object codes should be used

	National Consultants
	604: Consultants and Expert Groups
	0140 National Project Staff & Consultants
	 Resource persons, such as panelists at meetings, workshops, seminars are normally classified as consultants and not as meeting participants.

	Travel of national and international consultants
	604:  Consultants and Expert Groups
	2601 Consultants travel
	 

	Expert Groups
	604:  Consultants and Expert Groups
	2602 Travel of expert groups
	Expert groups should be used if meetings are required to discuss policy issues/publications related to the project. Meetings/workshops/ seminars related to training and capacity building should be charged to object code 7202 under object class 621 (Fellowships, Grants and Contributions and workshops).

	Travel of Staff
	608:  Travel of Staff
	 
	This line is for travel for UN system-wide staff only for all types of travel (participation in Expert groups, workshops, providing advisory services). Travel of experts, consultants and participants to workshops should be budgeted under object classes 604 and 621 respectively.

	Contractual Services
	612: Contractual Services
	 
	Contractual services might include institutional contracts for preparing publications or for example for NGOs that might organize a capacity development training activity, through subcontracts or grant arrangements.

	Operating expenses
	616: Operating expenses
	 
	Should be used for postage, communications, in-house or low-value printing of reports, etc.
For major undertakings related to printing services, use object class 612, contractual services.

	Supplies, materials, furniture and equipment
	618: Supplies,& Materials & Furniture and Equipment 
	 
	This line should be used for office equipment, office automation equipment, software and supplies. Office equipment should only be purchased for country beneficiaries and only in very exceptional cases for equipment specific for the implementing entity. Laptops for support staff will not be considered.

	Seminars and workshops
	621: Fellowships, Grants and Contributions. 
	7202 Seminars and workshops
	This object class/code should be used for capacity building/training activities other than expert group meetings, and include costs related to the travel/DSA of participants, as well as rental of venue and local conference related expenditures.  Grants and subcontracts which are issued to implementing partners to carry out training activities should not be charged to object here but to object class 612 (contractual services, see details above).

	Study Tours
	621: Fellowships, Grants and Contributions.
	7203 Study Tours
	This should be used for study tours. In the UN we have sometimes used the term fellowships too. But fellowships should only be used if the duration is more than six months.


Submission check list for Focal Points
	1. Template (structural compliance)
	Check

	· all elements of the prodoc template are completed
	 FORMCHECKBOX 


	· document in line with prodoc guidelines
	 FORMCHECKBOX 


	2. Logical framework
	 FORMCHECKBOX 


	· The validity of the logical framework has been ascertained through a top-down and bottom-up review
	 FORMCHECKBOX 


	· EAs are expressed in terms of capacities
	 FORMCHECKBOX 


	· Indicators are SMART (Specific, Measurable, Achievable and attainable, Realistic and relevant, Time bound)
	 FORMCHECKBOX 


	· Problem analysis focuses on the problem that the project intends to solve; causality/results chain is plausible
	 FORMCHECKBOX 


	3. Activities and budget: Sequence of activities and budget effectively support the logical framework
	 FORMCHECKBOX 


	· Financial check done by budget officer
	 FORMCHECKBOX 


	4. Partnerships
	 FORMCHECKBOX 


	· Defined and explained; roles identified
	 FORMCHECKBOX 


	· Project Partners have been consulted
	 FORMCHECKBOX 


	5. Sustainability: Is sustainability  part of the design
	 FORMCHECKBOX 


	6. Internal review: 
	

	· Please elaborate on the internal quality process the prodoc has gone through.
	

	7. Budget deviations: Deviations from the average % by budget line. 

· If GTA is above 5% or 15 work months, please make sure that annex 4 provides sufficient explanatory details as to why. If it is above 8%, please provide reasons here. 

· If travel is above 18%, please make sure that annex 4 provides sufficient explanatory details. If travel is above 25%, please provide reasons here. 

· If consultancies are above 28% (including evaluation), please make sure that annex 4 provides sufficient details. If consultancies are above 35% please elaborate in this table

· If the sum of the consultancy, Expert Group Meeting, contractual services and GTA cost are above 40% of the project budget, please provide details why the projects needs to rely that heavily on external expertise 
	


The check list is to be completed by the DA Focal Point attached to the project document submitted to the Programme Manager to confirm that it complies with the agreed template and the key requirements of the logical frame work and budget. 
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